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Word 2007...What happened to my tool bar?
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There are three features that you will
notice as you work within Word 2007: the
Microsoft Office Button, the Quick Access
Toolbar, and the Ribbon. These three
features contain many of the functions that
were in the menu of previous versions of
Word.
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= The Microsoft Office button performs many of the functions that were located in the
wpgy  Evant " . . .
- File menu of older versions of Word. This button allows you to create a new
7] peowe > document, open an existing document, save or save as, print, send (through email
or fax), publish (to a blog) or close.
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Ribbon
The Ribbon
The Ribbon is the o T T e . oy
panel at the top lT‘{“‘!-f| mome | Wit Peprlmed | Rewee | Weeg | Rewew e k——w "
portion of the N e cu - A w s o5 ®€1S] Groupsonthe HomeTab B A4 P
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The Ribbon groups buttons for common tasks together in tabs on a graphical interface. It has seven tabs. Each
tab is divided into groups.

Tabs
Each TAB and the tools it contains:

Home: Clipboard, Fonts, Paragraph, Styles, and Editing.

Insert: Pages, Tables, lllustrations, Links, Header & Footer, Text, and Symbols

Page Layout: Themes, Page Setup, Page Background, Paragraph, Arrange

References: Table of Contents, Footnote, Citation & Bibliography, Captions, Index, and Table of
Authorities

Mailings: Create, Start Mail Merge, Write & Insert Fields, Preview Results, Finish

Review: Proofing, Comments, Tracking, Changes, Compare, Protect

View: Document Views, Show/Hide, Zoom, Window, Macros

Groups

The GROUPS are logical collections of commonly used features associated with each TAB on the ribbon. To view
additional features within each group, click on the arrow at the bottom right of each group.

A command is a button, a box to enter information, or a menu. The most commonly used commands have the
largest buttons, such as the Bold button and Font list.

The Ribbon is context-sensitive, Pagrtiyod  Retencts MaBngs Below View

changing according to what you're ‘(A W S I R R BT Easameene] asBbcde AaBBC: AaBbCc = ’%
dOlng. For example, when you click on ox x' A% -A- EEENR IS Thomal |1 MNoSpac.. Meadingl Meadingl $::f:;
a picture, an entirely new tab appears - = s ; Pasngrach ] Sty

- the Format tab, and "Picture Tools" | Parspraph i

appearsontop [——— Show the Paragraph disleg Box
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Quick Access Toolbar
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The quick access toolbar is a customizable
toolbar that contains commands that you may
want to add. You can place the quick access
toolbar above or below the ribbon. To change
the location of the quick access toolbar, click on
the arrow at the end of the toolbar and click on
Show Below the Ribbon.
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You can also add items to the quick access toolbar. Right click on any item in the Office Button or the Ribbon and
click on Add to Quick Access Toolbar and a shortcut will be added

to the Quick Access Toolbar.

View Toolbar

@ i, Research [~

Spelling
Grameg

R

Add te Quick Actess Toolbar

Customize Quick Access Toolbar..

Show Quick Access Toolbar Below the Ribbon

Mipimize the Ribbon

S|

It lets you choose between print layout, full screen, Web layout, outline and draft views, just as it did in earlier Word
versions. There's also a nice addition -- a slider that lets you zoom in or out on your document.

Status Bar

This is in the same place as in earlier Word versions and has the same function -- to display information such as
the number of pages in your document. It has one nice little extra: It displays the word count of your document as
well. If you highlight an area of text, it will display the number of words in the highlighted area
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Save As Word 97 - 2003 Document: Office Button

Click the Microsoft Office Button.

Select Save As = Word 97-2003 Document.

@du}-o-ﬂ 5

j Hew Save a copy of the document
i"" = Word Document
~ T Save the document in the default file
. Open format.

fiw | Word Template
I Save Save the document as a template that can
i be used to format future documents.

= -l L"ﬂ Word 97-2003 Document
E-I\.‘ Save As | # I Save a copy of the document that is fully
compatible with Word 97-2003.

=1 print " 3 PDF or XPS

Publish a copy of the document as a PDF or
NP5 file.

| Prepare ¥ l Other Formats
[] Open the Save As dialog box to select from
_ﬂ Send 4

all possible file types.
Select the location you wish to save the document using the drop-down menu.
Enter a name for the document.
Click the Save button.

To Download the PDF Extension: (this is a one time step and must be
done by the administrator of your machine * at school that is Chris Baranyar)

Click the Microsoft Office Button.

Select Save As - Find add-ins for other file formats. This will open your web browser to
the Microsoft site.

Follow the instructions on the Microsoft site for downloading the extension.

To Save As a PDF:

Click the Microsoft Office Button.
Select Save As = PDF. The Save As dialog box will appear.

@Awu-ﬂ s

j New Save a copy of the document

!:' Word Document
. [ Save the document in the default file |
7 QOpen format.
{w ] Word Template !
I Save Save the document as a template that can |
] - be used to format future documents.

9 Word 97-2003 Document
H Sawe As | F ‘—"ED

Save a copy of the dacument that is fully
compatible with Word 97-2003.

b PDF or XPS
i Publish a copy of the dogument as a PDF or
XPS file, ﬁ
J/‘" Prepare » : J Other Formats
i

Open the Save As dialog box to select from
all possible file types.

i
a— Erimt

ﬁ Send
Select the location you wish to save the document using the drop-down menu.
Enter a name for the document.
Click the Publish button.
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Print Preview/ Print

Preview the Document Before Printing:

Click the Microsoft Office Button.
Select Print = Print Preview. The document
opens in Print Preview format.

Click Print to print the document or Close Print
Preview to exit the preview format and make
changes to the document.
In Print Preview format, you can do many tasks
including:

Modify the margins

Change page orientation

Change the page size

Zoom in and out to view various parts of the

document

View multiple pages

kel s

H Save A5 ¢
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U] Pint | »
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) Prepare *
:B Send

_/ Publish »

Clase

Access Word Options to change many Word settings

Print Document:

Click the Microsoft Office Button.
Select Print = Print. The Print dialog box appears.

Office Button

S

Preview and print the document

L. Print
WSl Select a printer, number of copics, and
other printing options before printing.
& Quick Primt
W Send the document directly to the default
printer without making changes.

. Print Preview
Preview and make changes to pages before

[_};( printing.

2] Word Optiens | | X Exit Word

Select the pages you would like to print -- either all pages or a range of pages.

Select the number of copies.

Check the Collate box if you are printing multiple
|r_4am: f  \SERNER|Lexmark X422 - |[gawnT]

copies of a multi-page document.
Select a printer from the drop-down list.

Click OK.

Print via Quick Print:

Click the Microsoft Office Button.
Select Print = Quick Print.

Status:  1de
Type: Leomark 3422 P53
Where:  Stalf Roce

Find Printer ..

[ Print to file

Comenent: Large prink jobs and dughex printing,

Page rangs
oF']

O Currgnt page.
O Pages:

Copies

Sl =

Page
ranges separated by commas counting
Freen the start of the document or the
section. For example, type 1, 3, 5-12

or pisl, plsZ, pls3-pis3
Frink what: | Document

Pk Al pages n range

| Zoom
w|  Pages per shest: 1 page v
Scale to paper sige: o Scaling -

e (e ]

The document automatically prints to the default printer.
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HOME TAB

Edit Text
Format the font size, style, and color; and use the Bold, Italic, Underline, and
Change Case commands.
Format Font Style:
Select the text you wish to modify. Ty -
Left-CIICk the drop-down arrow neXt to the font Q&/ Home Insert Page Layout References Mailing;_
style box on the Home tab. The font style drop- T — . —
down menu appears. 5 L“T‘:"" C"’:'g'::’”" 97 A ==
Move your cursor over the various font styles. A | ™ » | " " p—
live preview of the font will appear in the Qebead 2R (Body)%
document. Recently Used Fonts

T Arial
Left-click the font style you wish to use. The font i fﬂifﬁ"ﬁ%@

. . ¥

style will change in the document. - .

T Garamond un
Format Font Color: % Times New Roman
Select the text you wish to modify. All Fonts in
Left-click the drop-down arrow next to the font T dgney P

& Albertus MT

color box on the Home tab. The font color
menu appears.

Move your cursor over the various font colors. A live preview of the color will
appear in the document.

Format Font Size:

Select the text you wish to modify.

Left-click the drop-down arrow next to the font size box on the Home tab. The
font size drop-down menu appears.

Move your cursor over the various font sizes. A live preview of the font size will
appear in the document.

Use the Bold, Italic, and Underline Commands:

Select the text you wish to modify.
Click the Bold, Italic, or Underline command in the Font group on the Home tab.

e Insert Page Layout References Mailings

To Change the Text Case: Calibri eI TS

Select the text you wish to modify. E e e e ]
Click the Change Case command in the Font group
on the Home tab.

Select one of the case options from the list.

III
[N~
o

Font Sentence case,
lowercase

UPPERCASE
Capitalize Each Word

tOGGLE cASE

]
|




WORD 2007 PD Task 5

Format Lists and Paragraphs

Alignment Buttons

On) d 9 - v
Select the text to be -
aligned o

Home Insert Page Layout

References

HOME TAB

Bulleted and Numbered Lists [Compatibility

Mailings Review View

Click the Left, Center, B . k= r12 | A &S| = = | SR AR 24| T
Right and Justified il B|Z U-~-abex x Aa~|| - A== =5l 8-
buttons Clipboard = Fant Paragraph s

Bulleted and Numbered Lists

Select the text that you want to format as a list.

Click the Bullets or Numbering commands on the Home tab.

- | A5 AT || e = - G| E= w4
o - AT E = EEE S = Y M AptccDe | At

Receqgtly Used

x° Aa~ an_:;,é,

= Bullets Numbering
® |command command 1
T I R - 3
[Type ﬂ’1;3 objecti\:'P_S Bullet Library !
Mone |:| ) @) | 4+
B.S., Computer Gi Py T
» ceasoin | % | 7 v

»  Member of Hon

Document Bullets

[Type the job title <= 3
[Tvpe the company

Define New Bullet..,

[Type job responsibi

Left-click the bullet or numbering style you would like to use. It will appear in the
document.

Position your cursor at the end of a list item and press the Enter key to add an
item to the list.

To remove numbers or bullets from a list, select the list and click the Bullets or
Numbering commands.

To Select an Alternate Bullet or Numbering Style:

Select all of the text in an existing list.
Click the Bullets or Numbering commands on the Home tab.
Left-click to select an alternate bullet or numbering style.
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To Format Line Spacing:

Select the text you want to format.

HOME TAB

Click the Line spacing command in the Paragraph group on the Home

tab.

Select a spacing option.

i14s+ | - B2 - T Normal

g 10 N

1.15

1.5
v || 20
25
30

Line Spacing Options...

Add Space Before Paragraph

e b

Remove Space After Paragraph

O

Py,

Select Line Spacing Options. The Paragraph dialog box appears.

Indents and Spacing | Line and Page Breaks
General
Alignment: Left v

Qutling level:  |Body Text

Indentation
Left: g = Special: By
Right: o = {none) v
] mirror indents

Spacing
Before: 0pt e Line spacing: At
After: fopt % Double Co|

[[] bon't add space between paragraphs of the same style

Presview

Tabs.. | [ ook | [ o0 ][ cancel |

Use the Line spacing drop-down menu to select a spacing option.

TH

|

Modify the before and after points to adjust line spacing, as needed.

Click OK.
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Spelling and Grammar Check Review TAB

Various Line Colors:

By default, Word automatically checks your document for spelling and grammar
errors. These errors are indicated by colored wavy lines.

The blue line indicates a contextual spelling error.

A contextual spelling error is when an incorrect spelling of a word
is chosen. For example, if | write, "Deer Mr. Theodore," at the
beginning of a letter, deer is a contextual spelling error because |
should have used dear. Deer is spelled correctly, but it is used
incorrectly in this letter.

The red line indicates a misspelled word.
The green line indicates a grammar error.

Check Spelling

Choose the Review Tab

O 909

d )
= Home Insert Page L

15 Gwens
\'_‘;Theiaurus ﬁ. -
Spelling & M

Graw-ﬂ a Transiate 39 Com

Froofing

Spelling & Grammar (FT)

Check the spelling and grammar of
text in the document.
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PAGE LAYOUT TAB

Modifying Page Layout
= I

s Insert

To Change Page Orientation:

Page Layout Ref

Select the Page Layout tab.

4 Orientation = ¥= Break

Click the Orientation command in the Page 1 {75 size - £ Line !
Setup group. Marvglns == Columns~ b2 Hyph
To Change the Paper Size: ERe

R T -

Select the Page Layout tab.

Left-click the Size command and a drop-down
menu will appear. The current paper size is highlighted

r Insert Page Layout References N
J 'y Orientation = ¥=, Breaks = L
|‘_’i$ur' £ Line Numbers = || &
- Margins -
To Format Page Margins: [y M Comns ™M Hphenston” | <
EE fll\l;m‘gllngp.:t:-:m i i :
Select the Page Layout tab. e L
Top J_ pl.;Jt:‘n:t-m i
Click the Margins command. A menu of options =
appears. Normal is selected by default. LT — @
Left 0.5 Right:  0.5°
Left-click the predefined margin size you want. — vosae i
- 8.75° P:;It:\?m 315'
OR = FoEer
o : o
Select Custom Margins from the menu. The Page i M ptom - b
. Inside: 1.25° Outside:1" Res
Setup dialog box appears. -
Office I(Hl_i Detault ) The
lh 1 Rget 125
Custom Marging...
] THe PEfEnt Teather ASSOCETon = nokdin
Columns

e Insert

To Add Columns to a Document:
Select the text you want to format.
Select the Page Layout tab.
Left-click the Columns command.

Select the number of columns you would like to
insert.

Margins|

Page Layout

Rel

74 Orientation ~ ¥= Break

13 Size - ¥ Liner
= Columns =| bE Hyph
= One
= Two
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INSERT Objects

Locate Clip Art:

Select the Insert tab.
Click the Clip Art command in the
lllustrations group.

The Clip Art options appear in the
task pane on the right.

Enter keywords in the Search for:
field that are related to the image
you wish to insert.

Click the drop-down arrow next to the Search in: field.

Select Everywhere to ensure that Word searches your computer
and it's online resources for an image that meets your criteria.
Click the drop-down arrow in the Results should be: field.
Deselect any types of images you do not wish to see.

Click Go.

Insert Clip Art:

Review the results from a clip art search.

=2 H9-0A -

L

INSERT TAB

Flyer [Compatibility N

Home Insert Page Layout References Mailings Review Vie

| Cover Page ~ D N ElE ’_[_j) g ﬁ @ Hyperlink
| Blank Page | B | = 4 Bookmark
Table Picture | Clip |Shapes SmartArt Chart

';::' Page Break - %Art -

|'#] Cross-reference
Pages Tables I

Tlustrations ‘ Links

Clip Art

Insert Clip Art into the document,
including drawings, movies,
sounds, or stock photography to
illustrate a specific concept.

Clip Art v X

Search for:

Searchin:

Al collections v

Results should be:
Selected media file types i
= O A&l media types
-0 Clip At
-0 Photographs [}S
-0 Movies
-0 Ei

Place your insertion point in the document where you wish to insert the clip art.
Left-click an image in the task pane. It will appear in the document.

OR

. . . B achion o
Left-click the arrow next to an image in the task pane.
Select Insert, Copy, or any of the other options on the list.

(3| ciip Art

Results should be:

Selected media file types v

RILR

Delete from Clip Organizer

|3

Make Available Offline...

2 X W

IMove to Collection...
Edit Keywords...

Find Similar Style

Preview/Properties
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INSERT TAB
|nSe|"[ a Shape Layout References Mailings
Select the Insert tab. :

_ salE=a" I
Click the Shape command. Clip |Shapes|Smartart Chart | 7~
i . Art - oy
Left-click a shape from the menu. Your cursor is now a I
cross shape. NNOOOAL
Left-click your mouse and while holding it down, drag your CIRAR DS

Lines

mouse until the shape is the desired size. NS LLL 2 2

Release the mouse button.

Change Shape Style:
Select the shape. A new Format tab appears with Drawing Tools.

Flyer [Compatibility Mode] - Microsoft Word | Drawing Toals |
Page Layout References Mailings Review View Add-Ins Format
' &
Bl o5 o]
= @‘ é:faegtosbf Effi_cl:tns' 43 Fostten
Shape Styles (F] Shadow Effects 3-D Effects .
u ot —
Click the More drop-down arrow in the Shapes Style .| e ‘@ = o
group to display more style options. e B S i
‘”m pleas% cor:ngemeuueraumualstyleuf re
Move your cursor over the styles and Live Preview will 1l Media Personnel please report to Ballroy
preview the style in your document.
Left-click a style to select it.
Insert a SmartArt lllustration: ) @904 - Compameport
Place the insertion point in the document = RN
H [#] Cover Page ~ ElE
where you want the graphic to appear. e == BE ik
Select the |nsert tab >§Page3reak Ta?le Picture i{:: Shavpes SmartArt| Chart

Pages Tables Tllustrations

Select the SmartArt command in the
lllustrations group. A dialog box appears.

Select a category on the left of the dialog box and
review the SmartArt graphics that appear in the
center.

. Hierarchy
= Use to show hiesarchical relationships
progressng from top to bottom.

Left-click a graphic to select it.

Click OK. ==
Smart Art may be customized and text may be added.
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INSERT TAB
INSERT Pictures
Insert a Saved Picture:
Place your insertion point where youwant [gN@d9-v4a -
the |mage to appear &= Home | Insert_l Page Layout References Mailings
|] Cover Page - El=l w [}

Select the Insert tab. S = @@3 WR=N" N

) ) ) >§Page3reak Taiﬂe Picture il:: Sha'pes SmartArt Chart =
Click the Picture command in the Poges | tables | AT |
lllustrations group. The Insert Picture

dialog box appears.

Select the image file on your computer.
Click Insert and it will appear in your document.

L =+ 1| Insert Picture from File S
Insert a picture from a file,
@) Press F1 for more help.

Left-click a corner sizing handle, and while holding down the mouse button,

resize the image. The image retains its proportions.

Wrap Text Around an Image:

Select the image.

Select the Picture Tools Format tab.

Click the Text Wrapping command in the Arrange
group.

Left-click a menu option to select it. Tight or Square

Move the image around to see how the text wraps
for each setting.

Add-Ins Format |

LI? Picture Shape =
LZ Picture Border -
=/ Picture Effects ~

Paosition

L3, Bring to Front = &~ @

J__'] Send to Back

Cro
Text Wrapping =| Sk~ -

In Line with Text

Square

—

THEEEEEEE

Tight |
Behind Text %

In Front of Text

Top and Bottom

Through

More Layout Options...
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Change the Shape of a Picture:
Select the picture.
Select the Format tab.

Click the Picture Shape icon. A menu
appears.

Left-click a shape to select it.

Apply a Picture Style:
Select the picture.
Select the Format tab.

INSERT TAB
crosoft Word Picture Toals
Review  View  Adddns | Format
- — L) Picture Shape =~ ]Ti‘ T3 Bring to Front ~ |2~
i ok
EEHEERGEEEEE - Sh-
icture Styles Basic Shapes [%
: O AMOLOTOOOE®® e
""" coogrbyoopea
QE@~HOY RG]
Ge1Ls
107 Cityville High teachs _Block Arrows
ieked asahigh schoola oy ¢5 03 J1 & {7 &b db P [ o T
it 3 50 850 > OGN
s the coroomate socl 1 4P

Click the More drop-down arrow to display all the picture styles.
Hover over a picture style to display a Live Preview of the style in the

document.

Mewsletter - Microsoft Word

Left-click a style to select it. bt

Picture Tools

References Mailings Review View Add-Ins Farmat |

T — I — - —— 3 o T @PidurEShapev LE&E
.“ “‘ ‘ ; d - ZPictureBorder' — 'E&S

— Y L —| — Position
|§| =) Picture Effects - - g7
Picture Styles [Fi ]

1 C1 cz o 1 3 | pgre
Choose an overall visual style for
- the picture.
cherof-the-Yearq

leased toannounce that the 2007 -Cityville- High teacherof the-

-



Word 2007: PD Task 10

Insert Table

Insert a Blank Table:

Place your insertion point in the document where you

want the table to appear.
Select the Insert tab.
Click the Table command.

Drag your mouse over the diagram squares to select the

number of columns and rows in the table.

Left-click your mouse and the table appears in the
document.

Enter text into the table.

Insert a Table (method 2)
Click the Insert tab of the Ribbon.
In the Table group, click the Table icon. From the drop-down list

displayed, click the Insert Table command.

From the Insert Table dialog box displayed, in the Table size section,
specify the Number of columns and Number of rows of the table.
Click OK.

Modify a Table Using the Layout Tab

When you select a table in Word 2007, Design and

INSERT TAB
(D) H 9064 )
-
-— Home Insert Page Layout References
] Cover Page ~ EE o
_] Blank Page j |—(| EE ] L[_‘—JJ Zﬁ
= Table Picture Clip Shapes SmartArt
+—=, Page Break - Art -
Pages 5x4 Table L
] ][
N 0 [
I
: I | I [
= 0 0 o o o
: I
N N
: R
: _=| Insert Table...
R j Diraw Table
_§| Excel Spreadsheet
= Quick Tables »
Insert Table -7 =]
Table size
Mumber of columns: B 2
Mumber of rows: Z =
AutoFit behavior
@) Fixed column width:  |Auto =

(71 AutoFit to contents
(") AutoFit to window

[7] Remember dimensions for new tables

Layout tabs appear under Table Tools on the Ribbon. ok | [ concel
A e 9 | Table Tools
-:'/ Home Inzsert p&qt la)—nut Referenmces Maulungs Review WView Add-lns D!!";n L-\!;‘Ou!
& Select - peq il B Insert Below il oas- + B [H=m= A= J Al
.__._d‘."lzw Griglines| — —— ZH insert Left i Spiit Cells = [1.66" - = . Z
— Drelete Insert - : - g Text Cell Sort
™ Properties - above E Insert Right o Swiit Table i AutoFit - =l =l = Direction Margins
Table Rows & Columns Merge Cell Size Alignment

Using commands on the Layout tab you can make a variety of modifications to

the table such as:

Adding and deleting columns,
Adding and deleting rows,
Changing the cell size,
Aligning cell text,

And More.

Changing text direction,
Merging and splitting cells,
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Convert Existing Text to a Table:

Select the text you wish to convert.
Select the Insert tab.
Click the Table command.

Select Convert Text to Table from the
menu. .A dialog box appears.

Home
r Page ~
< Page
Break

les

INSERT TAB

Insert Page Layout References

A E B2

Table Picture Clip Shapes SmartArt
- Art -

Insert Table

I
I
I
I o
I
I
I
Insert Table...

Draw Table

Conyert Text to Table..,

Excel Spreadsheet

I

25,5€
k13,47
17,55
6,78¢

addec
nofoi

N

Choose one of the options in the Separate text
at: section. This is how Word knows what text
to put in each column.

Click OK. The text appears in a table.

Add a Column:

0 et T

Quick Tables »

4

Nt plar

Convert Text to Table

Table size

Mumber of columns;

AutaoFit behavior
(%) Fixed column width:
O Aukafit ko contents
(1 AutoFit bo window

Auka

L

Separake bexkt ak

O Paragraphs O Commas

() Tabs () Other: |

| ok

][ Cancel l

Place the insertion point in a column adjacent to the location you wish

the new column to appear.

Right-click the mouse. A menu appears.

Select Insert = Insert Columns to the Left or Insert Columns to the

Right. A new column appears.
Delete a Row or Column:

Select the row or column.
Right-click your mouse and a menu appears.
Select Delete Columns or Delete Rows.
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Insert a Header or Footer:
Select the Insert tab.

Add-Ins

Click either the Header or Footer command. A menu J ﬁ 2]

INSERT TAB

Drawing Tools

Format

MJQ jck Parts. 359 ature Line - JT Equat

JWom-\n
appears with a list of built-in options you can use. “A.,:'":':m — i gotea
Left-click one of the built-in options and it will appear | -
in the document. OR A e

Left-click Blank to select it.

The Design tab with Header and Footer tools is active.

ter_afterl? - Microsoft Word Header & Footer Tools
Mailings Review View Add-Ins Design
= _f,'. Previous Section Ditferent First Page jl Header from Top: 0.5
'__" 3, Next Section Different Odd & Even Pages | igd Footer from Bottom: 0.41°
H‘i‘;;\:r ro B i ¥| Show Document Text ] Insert Alignment Tab
Havigation Options Position

Type information into the header or
footer.

Footer -Section 1-

Clase Header
and Foater

Close

Insert the Date or Time into a
Header or Footer: .l:' d9-0 s

With the header or footer

Home Insert Page Layout

Mewsletter_after:

References Maili

sgction active, click the Date & j j ﬂ E ﬂ \E‘ B j

Time command.

Header Footer Page Date | Quick Picture Clip Goto
ki ki MNumber = &ﬁme Parts - Art Header
Header & Footer Insert
1 Il Insert Date and Time
S_eleCt a date format n the Insert the current date or time into o
d|a|og box that appears. - the current document. N

The Parent Teacher Association s |
bake sale on Saturday, February 14




WORD 2007 PD Task 12

HOME TAB

Indent Commands and Tab Settings:

Using the Tab key to indent multiple lines can make formatting difficult if you add
or remove text later. Indenting multiple lines is best done using the commands.

Indent commands on the HOME tab.

Mailings Review View Add-Ins
Select the text you wish to indent.
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Click the Increase Indent
command to increase the indent.
The default is 1/2 an inch. You can
press the command multiple times.
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Increase Indent

Click the Decrease Indent Increase the indent level of the
. aragraph.
command to decrease the indent. perEaEr

The Tab Selector

The tab selector is above the vertical ruler e — g o
on the left. Hover over the tab selector to see

the name of the type of tab that is active.

To display ruler on VIEW tab

The tab options are:

First Line Indent [): Inserts the indent
marker on the ruler and indents the first line of text in a paragraph.

Hanging Indent [=]: Inserts the hanging indent marker and indents all lines
other than the first line.

Left Tab [£]: Moves text to the right as you type.

Center Tab [+]: Centers text according to the tab.

Right Tab [4]: Moves text to the left as you type.

Decimal Tab [%]: Aligns decimal numbers using the decimal point.

Bar Tab E|: Draws a vertical line on the document.
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HOME TAB

To Set a Tab Stop to Indent the First Line of Text:

Click the tab selector until the First Line Indent icon is visible.

Left-click at any point on the horizontal ruler. The First Line Indent icon will

appear.

Press the Enter key to start a new paragraph and your insertion point will

automatically
indent to that
point. |

To move a tab stop
once you have inserted
it, left-click and drag the
tab stop back and forth
on the ruler.

You can set the
Hanging Indent the the
same way; however this
tab stop changes all the
other lines in a
paragraph.
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Indented —— [Pecember 2007 has been a profit

arenas. Ad sales are up by 23% and capita
Department. The sales team hired a new ¢
chief position was created, and the salest
Additionally, online ad sales doubled since
increase with the use of online ads and ou

To Set the Left, Center, Right, and Decimal Tab Stops:

Click the tab selector until the tab stop you wish to use appears.

Left-click the location on the horizontal ruler where you want your text to

appear.

Press the Tab key to

reach the tab stop.
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Office Button

Disable the Mini Toolbar

From the Office button, click the Word Options button.

‘Word Options
Popular - i ;
_E Change the most popular options in Word,
Display
Praofing Top options for working with Word
Save ¥t Show Mini Toolbar on selection
X ¥ “Enable Live Preview
Advanoed
Show Developer tab in the Ribbon

Customize [ Open e-mail attachments in Full Screen Reading view
Add.Inz Color scheme: | Blue Z|
Trust Center SpeenTip style: | Show Teature descriptions in ScreenTips IZI
Resources Personalize your copy of Microsoft Otfice

User name:

Initials:

Choose the languages you want to use with Microsoft Office: Language Settings..,

From the Word Options dialog box displayed, click Popular in the left
column.

Deselect the "Show Mini Toolbar on selection” option.

Click OK button.

If you want the mini toolbar to reappear again, select the "Show Mini
Toolbar on selection” option again from the Word Options dialog box.
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